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(Agency-wide Common S t a n d a r d )  
Individual Case Files I_ __-- 

O -  What is the function of the office in which this record series is created? 
The Department of Human Resources is responsible for the planning, organizing, 
directing, coordinating and controlling the delivery of services to the res- 
idents of Georgia. The Division of Mental Health is responsible for admin- 
istering, supervising and regulating the programs of the State which involve 
the diagnosis and treatment of mental disorders. Included are diagnosis and 
treatment of drug problems; diagnosis and treatment of problems involving 
alcohol; administration of mental institutions; diagnosis and treatment of 
mental disorders other than those previously mentioned. 
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1. This file-ts, (include form numbers and titles, if W ,  

I .: and file arrangement). , .  

Documents relating to: The interviewing of patients in State hospitals 
.and appropriate individuals to assist in the adjustment of the patient 
and in the evaluation o f  personal and social data for diagnosis and 
treatment. 
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InFlluded :'are: .:~Info'rmd~ionm.obtai.ned from iiateruiewg, personal historE.. ~ ~:;,~..- .. i -statements, abstracts or copi-es o'f-pertinent medical records;~and a .  
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-similar or related documents. y? 
'= .- .- 

j $ .* Pile is' arranged: Alphabetically by name ~i of patient. __ . -  -*= -- : - T  
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17. Does the  s e r i e s  i n i t i a t e ,  amend o r  terminate agency po l i c i e s  qd~proced i i r e s?  ~~ 

18. Could the  function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? kl [ I 

19. Is the  s e r i e s  ( o r  major portion of  it) regular ly  microfilmed? If yes ,  why? [ 1 $ 1  

20. Does the  record s e r i e s  provide data  as input t o  an EDP f i l e ?  [ 1 k l  

21. Does the  record s e r i e s  contain documentation pmduced as EDP pr intout?  [ I  $ 1  

r 1 "k 1 

~ , ~ . . ~ ~ . ?  . ; . , -~~ < 

22. Has the  Federal Government issued ins t ruc t ions  governing t h e  retention/dispo- . [ 1 br 1 
~ ~. s i t i o n  of these f i l e s ?  .~ ~ . 

~. 

23. W i l l  t hefe  be a .need f o r  these records 10,  15 years from now? If yes,  what? [ 3 $ 1  
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2b. REQUIREMENTS.. . The fol lowing~requires  ~ the fi1e.s to be 'kep t  .. s e e "  below. .~ . .  
a. [ ]STATE b. [ ISTATVIE O F  c .  [ ]AUDIT , d .  [ ] k D E R h L  e.i]ADMINISTMTIVE f .  [ ]HI,STORICAL 

LAW LIMITATION P E R I O D  LAW DECISION VALUE 
( C i t e  Law, S t a t u t e ,  o r  o ther  reason for  t h e  r e t en t ion  requirement) 

-. 
25. AGENCY RECOMMENDATION$.' This ngency r e c o k G d s  tha t  the  f i l e  s e r i e s  be cut off  a t  the end 

of each -[ ]CALENDAR YEAR -[]FISCAL YEAR -HOTHER ,then : 
.. 

[ ] Hold i n  the  current f i les area month(s)/ . yea r ( s ) :  
[ 1 Transfer t o  [ ] Sta t e  Records Center [ ] Local Holding Area; hold ' y e a d s ) :  
[ 3 Destroy. 
[ ] Transfer t o  S t a t e  Archives for  pentianent re tent ion.  - 
f 3 h s t r z y  i ~ T a i a e I y - X R e r  cut-off. 
[XI Other: (Specify) 
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